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POUCH ILETTER TO ALL 580U MISSICNS ko TRANSFER OF SSU COVERSEAS MISSIONS TC CIG a '

SUBJECT: Detailed Procedure for Liquidation of SSU Aetivities Oversesas

1. Referecnce Cable -LVASH 2689 dated 6 September 1946.signed by ths
Director, 58U, advising that all SSU overseas establishments will be liquidated
at close of business on 19 Uctober 1946,

2. Every effort was made to include as many essential instructions as
were necessary in the above cable. However, the procedures below are intended to
supplement in greater detail those which were mentioned in the above referred to
cable. In some cases, there may be slight duplication,

PERS ONNEL

CIVILIAW EMPLOUYRES

- 3, In order to facilitmte the separation of present SSU ¢ivilidn personnel
overseas and to accomplish the appointment of selectsed individuals to the CIG, it

has been determined that all employees so selected will be appointed at their present
gross annual salary. After such appointments have been effected, an gqg?nizational
review of the individusl positions and incumbents will be made by the :
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) 4+ To carry out the provisions of the liguidatigon.end adhere to existing
resulations, it is necessarv for the Chief of Mission, or ﬂ%@uﬁﬁ%horized representative
to issue & termination notice (copy attached) to all civilian emplovees. This letter

mist be delivered to the employee not later than 19 September, which is 30 days prior

to the effective date of termination, and to be effective as of the close of business

19 QOctober 1946,

5. Any civilian ernloyees under your jurisdiction who are not to be appointed
to CLG should be returned to this headquartsrs by the fastest available surface trans-
portation., lilitary transportation should be used at no cost to 38U wherever possible.
In any event, all such employees should be enroute to the United States by 1 October
1946, In the event arrival in the U.S. does not take place on or before 19 October
1946, extensions of the effective date of termination will be issued by the Washington
Offices

‘ 6, In order to accomplish the appointment of employees to the CIG so as to
p%event delay in payments of salary, allowsnces, etc., the following forms must be
completed or signed according to the following instructions, and returned so as to
reach this office not later than 1 November 1946:

(a) Personnel Action iHequest - Form #37-1 = All of the informstion which
cen be supplied by this office will be inserted on the face of the form. It
should be reviewed, information added where required, and signed by the employee
concerneds Likewise, a complete statement of the duties performed by the employee
should bs riven on the reverse under "Job Description", using the space under
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"Special Qualifications™ if necessary (See Far. 6(b) below). The completed

form should then be reviewed and signed by the authorized officials at your
headqusarters. It is requested that no changes in deduction, payments, or allot-
ments be made at this time. The original and one copy, both signed, must be
returned to Vashingtone. '

(b) Application for Federal Employment - Standard Form :!57 - This form
should be completed in duplicate by the employce according to the printed in-
structions and attached to the "Fersonnel Action Fequest". The use of this form
will eliminate the necessity for a statement of "Special Qualifications™, which
is called for on the "Fersonnel Action Recuest". Both copies must be returned
to Washingtone

(¢) Combined Oath, Affidavit, Declaration, etce - Standard Form 7:6la =
All required information on both sides of this form should be supplied by the
employee who is to be appointed to the CIG. This form should not be signed prior
to the effective date of appointment, 20 October 1946, and the signstures should
be witnessed by eny Officer who is authorized to administer osaths.

(d) Letter of Appointment = The létter af appointment should be completed
from the inTormation conbained on the "PSrsomnel Action Request", and signed by
the Chief or Acting Chief of your mission or station. Concurrently with the
execution of the Oath, the employse should be given the letter of appointment.
After becoming acquainted with its oontents, it should be signed by the employee
as evidence of the acdeptance of the terms of appointment end should be atteched
to the other forms for transmittal to Washingtones

(e) Leave Transcript - Complete information resend
staending to the credit of both vouchered and unvouchereéaemployees to be appointed
to CIG must be supplied and transmitted with the other reguired forms. (See

Paragraph 11).

(f) Employee's Withholding Exemption Certificate =~ Form #{-4 - For
those employees whose status will require tax deductions, forms have been prepared
in this office and are enclosed. They should be signed by the employee, attached
to the other‘ﬁorms, and returned to Washington.

(g) Bond Deduction Form - Treasury Dept. Form 52254 - Forms will be
prepared in this office for those now authorizing hond deductions. The form
should be signed by the employee for transmittal to Washington. It is desirable
that no chenges in amowmt of deductions, etc.,, be made at this time in order that
delays will not result in effecting payments of salary., Outstanding individual
bond deduction balances on vouchered employees as of 19 October will be refunded.

7. As stated in Paragraph 6 above, it is absolutely essential that all of

the forms discussed in that paragraph be signed by the employee and/br the authorized
officials of your headouarters, and transmitted in the required number of copies via
air pouch to Washingbon so as to arrive not later than 1 November 1948, Since a great
amount of review will be required, any delays in receipt will cause corresponding
deleys in payments of salaries and allowances,

MILITARY AND NAVAL PERSONNEL

8+ When the informstion reguested in our Cable ‘H/ASE 2689 i

inr unused leave balances
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FINANCE
PAY ROLL

10. All overseas salary payments and all living and quarters allowances due
vouchered funds employees will be paid to them on the régular pay roll for the period
ending COB 19 October 1946, Sinee this will represent the final payment of overseas
salary and L&Q to the e§£i3z§§<py the SSU,,Iﬁ*&I!Si@g-nbed that overseas Finance
Officers, make & complete audif of past payments to the employee to be sure that the
final payment is correct. The final pay roll should contgin the notation that the
employees listed thereon were terminated as of COB 19 October 1946, All employees
leaving Washington on and after 10 September for duty overseas will be placed on
Special Funds payroll prior to their departure.

LEAVE

11, Alllsave earned by S8U employees should be computed by the overseas
Finance Officers and the balance of unused leave as of COB 19 October should be reported
on "Leave Transcript", form attached. In cases where the unused balance of leave stande
ing to an employee's creditis not availeble, then the date of his entrance on duty or
arrival at overseas post will be shown and the amount of leave taken while at his
overseas post will be indicateds One copy of "Leave Trenseript" will be retained by

the field Mission and the original forwarded to the Fisocal Division, Washington, D.C,

A leave transoript must be furnished to Washington covering those employees who are to
be réeturned to the U.8., This transcript mist be forwarded to Washington simulteneously
with departure of employees.

AGRLEMENTS AND CONTRACTS COVERING RECURRING SERVICES

12, All formsl or informel contracts or agreements covering recurring services.
such as rents, utilities, etec.,, which were executed in writing in the name of the
SSU end paid from vouchered funds mist be terminated in writing effective not later
than COB 19 October 1946, Where necessary the termination date may coincide with the
end of a pay period under the contract provided such date is not later than 19 October.,
The services themselves may of course be continued angd paid for from CIG Special Funds.
Care should be exercised in termineting contraots and agreements to be sure that re-
newals or continuance of the services are possible, snd to prevent any loss or dis-
adventaze to the government through sacrificing rent advences, desirsble terms, etec,
{For Special Funds contracts, see Paragraph 40.)

LIQUIDATION OF SSU OBLIGATIONS

13. Immediate efforts should be made to settle gll outstanding obligations
against the SsU. A1l outstanding obligations incurred by SSU prior to 20 Ogtober 1946
should be paid on or before 31 October 1946 from SSU balances in +the field. On 1 November
1946 a1l paid vouchers representing expenditures of vouchered funds should be forwarded
to Washington with a Special Treansmittal Letter in the usual manner. After 31 October
any vouchered funds obligations which are presented for payment in the field will be
forwarded on to Washington for settlement.,

162 seoner
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TRAVEL

14, 1In the case of vouchered funds employees who are under SSU orders in a
travel status as of midnight 19 October 1946, the SSU orders will cease to be effesctive
as of 12:01 AM 20 October 1946 and all expenses incurred.after that time will be paid
from CIG fundse. Under no circumstences will travel expenses incurred in traveling for
the SSU before 20 October 1946 be included on the same voucher with travel expenses in-
curred on and after 20 October 1946 for the CIG, As previously instructed by cable,
every effort will be made to restrict travel of employees, except terminated 58U em~
ployees enroute to the U.S., during the month of Uctober to prevent confusion in con-
nection with their termination by SSU and appointment by CIG.,

PROCU RERENT 25X1

16+ CStations and missions should continue to forecast their requirements for
all types of equipment and supplies which are not procurable locally and forward
requisitions covering such requirements to Washingtones

17, As of 20 October 1946, missions and stations are required to take a com~
plete end accurate inventory of all expendable and nonexpendable property. The inventory
Ltion and forwardad in dinldengke to ’f]ashington, A sg,mple of
ris attached. This form may be

2551 reproduced 1n the field. This report must be signed by the Chief of lLiission.

25X1

THARSPORTATIOH

19« It iz expected thet the Army will continue to furnish transportation
services where they are available, and an effort is being made to clear this with the
far Department es soon as possible. Thergfore, until further notice, such services
should be obtained from the Armys MO0 ey oy

robuiET
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SECURITY

20, Personnel to be reteined by CIG and who have not previously completed a
Personal History Statement (Form SA-1), sample of which is enclosed), will be required
to do so immediately. Completed forms will be forwarded to this office as expeditionsly
as possible to reach this office on or before 1 November 1946,

2l. Each Chief of Vission will submit to the Washington Office in the form of
a certificate, a list of those persons being retained by CIG whose morsals, character,
honesty, loyalty, discretion and integrity are, in his opinion, beyond question.

22. Chiefs of lissions will also submit a memorandum %o Washington on each
individual who he determines should not be reteined by CIG and the reason for such
determination, and a recommencation on possible future use by CIG.

23. As mentioned in the last sentence of Paragraph 15 of Cable :AVASH 2689,
your attention is amgin directed to the fact, that all personnel are to be thoroughly
briefed to the effect that no connection with CIC is to be indicated in any manmer
whatsoever, L =

. ] TS g -
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SPECIAL FUNDS

27« Effeotive 20 October 1946, CIG Special Funds will be used exclusively
to continue such operations as are authorized and directed. g

28+ This termination of SSU and activation of CIG activities will require
all Off'ices, Missions, Posts, and Stations, and individuals utilizing Special Funds
in the ficld to meke en accounting cut=off COB 19 October 1946.

29+ A new and entirely independent set of books (or series of accountings
as the case may be) must be started as of 20 October 1946. ‘

30+ The separation as indicated above must be complete and absolute from
an sccounting standpoint,

3ls Special Funds Field Repreéentatives should take the following action re-
garding Special Funds files, records, books end reportss

0P SECRET
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(a) Prepare new books, to be opened as of 20 October 1946 elong the
general lines of SSU books now being utilized. For informetion asnd ruldance
in this direction, a complete set of instructions and procedures are being
forwarded by Special Funds, Washington, under separate cover, to such posts as
security permits.

(b) All standard forms to be used in comection with the CIG books should
be revised to eliminate all reference %o 58U, 08S, or COI, and conférm to existing
security requirements., :

(¢) New files, and such other records that are meinteined, should be prepared
for all individuals, projects, etc., being trensferred and/br remaeining active.

(d) Take such other steps as may be necessary to afford complete segregation
of recordse

() On 20 October 1946 and morithly thereafter until further notice, transfer
to the new books an amount of foreign currencies of all types required, estimated
to be adequate for one month's operation of CIG activities. In the S8U books,
this transfer should be charsed to "Trensfers - Washington® with the explanation
"In accordance with Washington instructions by memorandum dated " In the
CIG books, this transfer should be recorded in a speciael account opened in the
control journal under the heading "Balances Forwarded." A subsidiary record of
this account should be maintained detailing the exact type, amount and rate of
all funds so trensferred. The transfer should be adequate to cover the month's
operations so that additional trensfers will not be required during the month.

32. 88U books and records should be retained and in the present form. The
new CIG Special Funds accounting and pay roll procedure referred to in P:ragraph 31(a)
are applicable only to the CIG financiasl records and are not to be applised to the S5U
financial records during the final liguidation period.

33+ All outstanding accounts and advances should be called sas at 19 October
1946. ‘%here it is impossible to obtain accountings on or near that date, the accountings
should be obtained as soon thereaftsr as possible., If the period covered by accounting
extends beyond that date, two accountings should be rendered -- one up to and including
19 October 1946, and the other to start with 20 October 1946, As accountings are sub-
mitted through 19 October 1946, expenses and other transactions should be recorded in
SSU books and the balance outstanding should be transferred to CIG books in the following
manner:

(e} In the SSU books, charge or credit "Transfers - Washington" itemizing
each transfer znd identifying clearly by neme or anpropriate symbol with the
explenation "In accordance with Washingbon instructions in memorandum dated

"
.

(b} In the CIG books, such transfers should be recorded in the control
journal in the special account described in paragraph 31(e) above, and detsils
of each trensfer, including type, amount and exchange rate comprising the balance
as being trensferred, should be recorded in subsidiary records.

34s Upon receipt of CIG funds from Washington, the procedure for cash transfers
described in parggraph 31(e) above should be discontinued, and the oash balances remain-
~ing on 38U books should be held separately 1. ret %ned snding specific instructions from
Washington as to dispositione T-é§ §§:C§Ef :
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35, 0Old transactions, claims and obligations incurred nrior to 20 October
1946 should be liquidated with funds held on the SSU books end recorded therein,

36+ A complete rcport should be issued from 58U books as at COB 19 October
1946, Beginning with 31 October 1946 end contimiing until SSU books are closed,
two separate monthly revorts, on & calendar month basis, should be issued to Weshington,
covering the activities of 85U and CIG respectively.,

. 37, ‘'here should be included in the monthly CIG reports a echedule of the
account "Balences forwarded", detailed to show the amount, type, and rate of all funds
trensferred and the amount, type and rate of funds comprising the balance of advance
eccounts tLtransferred.

38. All trensfer of account notices and other memorands issued after
19 Uctober 1946 should clearly state whether the transaction is for SSU or CIG records.

39. Informetion nocessary to establish new pay roll records as of 20 October
1946 will be found in the forms and instructions issued to handle these forms in that
section of this letter dealing with Personnel,.

40, All contracts and agreements covering recurring services, such as rents
and utilities, now being financed with Special Funds should be handled in s manner that
is compatible with security and operational requirements.

ENERAL

D ——

4l. All forms, renmorts or other documents requested herein shall be
classified according to their content. However, the packaze or packages containing
fasi

all of the forms and data requested herein shall he nlpscified ovd hewnalos

42+ Any cuestions which arise in connection with the above procedures
which require clarification by Washington should be requested by cable as soon as
possible. Likewise, any additional information which has not been inoluded in the
cable or this pouch letter will be transmitted to you by cable as the questions
8r'1S56,

25X1

Lolonel, Infantry
Director, SSU

[OP SECRET
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